


INTRODUCTION
This position is located in the security office of Simulation,
Training and Instrumentation Command (STRICOM), a major
subordinate command of the US Army Materiel Command (AMC). This
position involves a variety of security and administrative duties
supporting the Project Managers and Directorates of STRICOM.

MAJOR DUTIES
1. Processes new employees, coordinating with the gaining
directorate or activity to determine security clearance
requirements, initiating requests for personnel security
investigations or taking action to transfer current security
clearance from losing activity. Maintains employee security file
and reviews current status of employees' security clearances and
initiates periodic security clearance re-investigations as
required. Maintains security clearance database (STRICOM
employees, DOD and civilian contractors). Verifies security
clearance data on visit requests of STRICOM employees visiting
other locations. Out processes STRICOM employees who are
transferring to other activities or leaving federal service. 40%

2. Receives all classified material IAW governing regulations.
Verifies that material was transferred in approved manner
according to Department of the Army (DA) Regulations or the
Industrial Security Manual. Coordinates with appropriate
personnel in STRICOM to determine "need to know" and primary
point of responsibility or disposition for the material.
Maintains the STRICOM Consolidated Classified Files ensuring that
all classified material is safeguarded IAW appropriate security
procedures. Performs annual review of classified material to
ensure that only those classified documents essential to the
mission of STRICOM are retained. Provides for the disposition of
all classified material either through destruction or transfer
IAW the appropriate security regulations. Assists security
specialist in duties involving visits of representatives of
Foreign Governments and travel of STRICOM employees OCONUS. 60%

PERFORMS OTHER DUTIES AS ASSIGNED.

FACTOR 1 KNOWLEDGE REQUIRED BY THE POSITION
Knowledge of DA/AMC or other substantial Security Programs.
Knowledge of security policies, investigative requirements,
standards for access to classified material including storage,
accountability, reproduction, transmission and destruction of
such material. Knowledge of file maintenance and procedures such
as Modern Army Recordkeeping System (MARKS) or other similar
record keeping system. Skill in operating a personal computer to
use various software programs in day to day operations, i.e.,
databases, word processing, etc.

FACTOR 2 SUPERVISORY CONTROLS
Assignments are given in terms of day to day instruction from the
higher graded security specialist. Work is reviewed in terms of
adherence to policy and precedents and only controversial issues



are brought to the attention of the immediate supervisor.

FACTOR 3 GUIDELINES
Guidelines are in the form of DoD, DA, AMC and local STRICOM
policies and procedures. Incumbent is rarely called upon to
deviate from such regulations already set in place.

FACTOR 4 COMPLEXITY
Work involves a series of progressive steps and related
processes. Decisions on what needs to be done must be derived
from gathered information and coordination efforts.

FACTOR 5 SCOPE AND EFFECT
Position's duties affect STRICOM's security administration
functions. Failure to properly complete an action could result in
a compromise of classified information.

FACTOR 6 PERSONAL CONTACTS
Contacts are with security personnel and other employees involved
in security administration within and outside the agency.

FACTOR 7 PURPOSE OF CONTACTS
Contacts are for the purpose of exchanging information and
coordination of efforts.

FACTOR 8 PHYSICAL DEMANDS
Work is sedentary in nature.

FACTOR 9 WORK ENVIRONMENT
Work is performed in a typical office setting.
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